SAN FRANCISCO
PAID SICK LEAVE ORDINANCE

An employee who, on or after February 5, 2007, works in
San Francisco within a calendar year from the
commencement of employment is entitled to paid sick days.

An employee can accrue one hour of paid sick time for
every 30 hours worked, beginning their first day of
employment (as of 1/1/2017). Prior to 1/1/2017, an
employee did not accrue paid sick leave until 90 days after
the start of employment.

An employee shall be entitled to use accrued paid sick
days beginning on the 90" day of employment.

An employee can accrue up to 72 hours in a calendar year
(cap). There is a “floating” cap—whenever an employee’s
accrued leave drops below the 72-hour cap due to usage,

the employee begins again to accrue paid sick leave.

There is no limit to an employee’s use of accrued sick leave
to anything less than the amount the employee has earned.

Unused accrued paid sick leave carries over from year to
year.

EFFECTIVE: 2/5/2007 (amended 1/1/2017)

Paid Sick Leave — Use of

o Diagnosis, care, or treatment of an existing health
condition of, or preventive care for (added as of
1/1/2017), an employee or an employee’s family
member;

e For an employee who is a victim of domestic violence,
sexual assault, or stalking according to the regulations
(added as of 1/1/2017).

e For purposes related to donating the employee or an
employee’s family member’s bone marrow or an organ of
the employee or employee’s family member to another
person (added as of 1/1/2017).

Employee can use paid sick time in one (1) hour
increments.

Note: An employee must miss scheduled work time in
order to receive paid leave for the absence.

Family Member

e Child (biological, adopted, or foster child, stepchild,
legal ward, child of a domestic partner and a child to
whom the employee stands in loco parentis);

e Biological, adoptive, or foster parent; step- parent, or

legal guardian of an employee or the employee’s

spouse or registered domestic partner, or a person

who stood in loco parentis when the employee was a

minor child;

Spouse;

Registered domestic partner;

Grandparent;

Grandchild;

Sibling.

Designated Person

If an employee has no spouse or registered domestic
partner, the employee may designate one person for
whom s/he may use paid sick leave to provide aid or
care. This designation must be on file with the employer
before the employee may use paid sick leave for this
purpose. The opportunity to make such a designation is
on an annual basis, with a window of 10 work days fro
the employee to make this desgination.

Paid Sick Leave — Employee Notice Requirement

¢ Employee must accumulate sick time (see below) before requesting use of sick leave.

o Employee must notify customer and Superior branch representative about his/her iliness as soon as
possible, but not later than the same day of his/her absence from work (except in cases of acts of force

majeure).




Paid Sick Leave - Accrual

e For every 30 hours worked, an employee shall accrue
one hour of paid sick leave

Employee How Sick Leave is Paid

Non-exempt | (1) Inthe same manner as the regular
rate of pay for the workweek in
which sick leave is used, whether or
not the employee actually works
overtime in that workweek; OR

(2) Divide the employee’s total wages,
not including overtime premium pay,
by the employee’s total hours
worked in the full pay period of the

prior 90 days of employment.

Exempt In the same manner the employer
calculates wages for other forms of paid

leave time

e Does not accrue on sick or vacation hours
e Only accrues in hour-unit increments

e Employees may not have more than 72 hours of
accrued paid sick leave saved at any time (floating cap)

e Once employees hit their floating cap (i.e., 72 hours),
they no longer accrue paid sick leave until they use
some of the hours they have “in the bank”

e Accrued paid sick leave does not expire; it carries over
from year-to-year

90-day time period is regardless of where the
employee worked—it just has to be 90 days
with Superior Group/SDI

Note: If an employer has a paid leave policy,
such as PTO or vacation policy, that makes
available to employees leave that may be
used for the same purposes specified in the
Ordinance (or for any purpose) and that is
sufficient to meet the Ordinance’s
requirements for paid sick leave accrual, then
it is not required to provide additional paid sick
leave.

Paid Sick Leave — Upon Termination

e Accrued unused paid sick leave is not paid out upon
termination, resignation, retirement, or other separation
from employment

Note: Only paid out if using a PTO or vacation
policy to comply with the Ordinance

Rehires

If rehired by Superior Group or SDI within 12 months from
the previous date of separation, previously accrued and
unused paid sick days shall be reinstated.

The employee shall be entitled to use those
previously accrued and unused sick days after
90 days of employment with Superior Group or
SDI (counting their previous time working for
Superior Group and SDI) and to accrue
additional paid sick days upon rehiring.




San Francisco Zip Codes Included — In SAP mark subarea as “San Francisco”

94102 94124 94147
94103 94125 94151
94104 94126 94153
94105 94127 94154
94107 94128 (included now) 94156
94108 94129 94158
94109 94130 94159
94110 94131 94160
94111 94132 94161
94112 94133 94162
94114 94134 94163
94115 94137 94164
94116 94139 94171
94117 94140 94172
94118 94141 94177
94119 94142 94188
94120 94143

94121 94144

94122 94145

94123 94146




City & County of San Francisco

Paid Sick Leave

California Healthy Workplaces/Healthy Families Act & SF Paid Sick Leave Ordinance

Employees in San Francisco are entitled to paid sick leave under hoth California and local San Francisco law.

How Much Paid Sick Leave Do San Francisco Employees Accrue? When and How Can Employees Use Paid Sick Leave?

- One hour of paid sick leave for every 30 hours worked

- Employees begin accruing sick leave on the 1st day of
employment

- Employers with 10 or more employees must allow employees
to accrue at least up to 72 hours.

- Employers with less than 10 employees may provide paid sick
leave in different ways:

- Allow employees to accrue up to at least 48 hours; or oNE HOUR EARN ED
- Provide an "advance” of 24 hours or 3 days of paid sick leave to

comply with the State law “up-front option,” and later allow

employees to accrue up to 40 hours to comply with SF law. for eve ry

- Accrued paid sick leave carries over from year to year
- Amount of available paid sick leave must be listed on each

paycheck or wage statement

- Can start using paid sick leave on the 90th day of employment

- May use paid sick leave for an existing health condition or
preventive care, or for specified purposes for an employee who is
a victim of domestic violence, sexual assault, or stalking

- May use paid sick leave for employee’s own care or care of a
specified family member or designated person

Retaliation or discrimination against an employee who requests and/or uses paid sick days is prohibited. An employee can file a complaint against an employer
who retaliates or discriminates against the employee or who fails to provide required sick leave. For more information, contact:
California Labor Commissioner’s San Francisco Office: (415) 703-5300 http://www.dir.ca.gov/dlse/paid_sick_leave.htm
San Francisco Office of Labor Standards Enforcement: (415) 554-6271; pslo@sfgov.org

Licencia por enfermedad

- Su empleador esta obligado a proporcionar por enfermedad corta

- Usted puede tomar licencia por enfermedad para cuidar de si mismo o un miembro de la familia

- Si su empleador no sigue la ley o si tiene alguna pregunta acerca de la ley, llame a la Oficina de Normas Laborales en San
Francisco al 415-554-6271 or llame al Oficina del Comisionado Laboral del Estado de California a (415) 703-5300

- La licencia por enfermedad se acumulan a razon de 1 hora de licencia por cada 30 horas trabajadas

- Su empleador no esta autorizado a tomar represalias contra usted por denunciar una violacion
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Iwan May Nabayaran Na

- Ang iyong tagapag-empleyo ay kinakailangan upang magbigay ng bayad na sick leave

- Maaari kang kumuha ng sick leave sa pag-aalaga para sa iyong sarili o isang miyembro ng pamilya

- Kung ang iyong tagapag-empleyo ay hindi sundin ang mga batas o kung mayroon kang mga katanungan tungkol sa batas
- tawagan San Francisco OLSE sa 415-554-6271 o tawagan ang Komisyoner ng Paggawa ng California sa (415)703-5300.

- Sick leave nakakaipon sa rate ng 1 oras ng leave para sa bawat 30

- oras nagtrabaho

- Ang iyong tagapag-empleyo ay hindi pinahihintulutan na gumanti sa iyo sa pag-uulat ng paglabag

Office of Labor Standards Enforcement For more information

(415) 554-6271 please visit www.sfgov.org/olse



CONFIDENTIAL

O SuperiorGroup’ Sdl

“DESIGNATED PERSON” FORM
FOR PAID SICK LEAVE

Under the San Francisco Paid Sick Leave Ordinance, employees may use paid sick
leave when they or a member of their family are ill or injured or for the purpose of
receiving medical care, treatment, or diagnosis.

In addition to using paid sick leave as specified above, if an employee has no
spouse or registered domestic partner, he or she may designate one person for
whom the employee may use paid sick leave to aid or care for the person.

Employers must offer the opportunity to make a designation no later than 30 work
hours after the date paid sick leave begins to accrue. Employees have 10 work
days to make this designation, and thereafter do not have the right to make or
change the designation until next offered by the employer. Employers must offer
the opportunity to make or change the designation on an annual basis, again with a
window of 10 work days for the employee to make or change the designation.

Employee Name:

Name of Designated Person:

| certify that | have no spouse or registered domestic partner. | designate the
person listed above as my Designated Person for whom | may use paid sick leave
pursuant to the San Francisco Paid Sick Leave Ordinance. | understand that if |
have a spouse or registered domestic partner in the future, I will no longer be able
to use paid sick leave to care for my Designated Person.

Employee Signature: Date:




Post Where Employees Can Read Easily. Violators Shall be Subject to Penalties.
OFFICIAL NOTICE
San Francisco Minimum Wage
Rate Effective July 1,2016

Minimum Wage Rate

$13.00....

Beginning July 1, 2016, all employers must pay to each employee who performs
work in San Francisco (including temporary and part-time employees)
wages not less than $13.00 per hour.

The minimum wage requirement, set forth in the San Francisco Minimum Wage Ordinance, Chapter 12R of the
San Francisco Administrative Code, applies to adult and minor employees who work two (2) or more hours per week.

Under the Ordinance, employees who assert their rights to receive the City’s minimum wage are protected from
retaliation. Employees may file a civil lawsuit against their employers for any violation of the Ordinance. The City can
investigate possible violations, shall have access to payroll records, and can enforce the minimum wage requirements by
ordering reinstatement of employees, payment of back wages unlawfully withheld, and penalties.

If you should have any questions or require additional information, please contact your employer or the Office of Labor
Standards Enforcement (OLSE) at (415) 554-6292 or email MWO@sfgov.org.

Favor de publicar este aviso donde los empleados lo puedan leer facilmente
Los Infractores Podran ser Sujetos a Multas.

AVISO OFICIAL

A partir del 1° de julio de 2016, todos los empleadores deben pagar a cada empleado que trabaja
en San Francisco (incluyendo a los trabajadores temporales y de tiempo parcial) un salario
de no menos de $13.00 por hora.

El requisito de salario minimo, establecido en la Ordenanza del Salario Minimo de San Francisco, Capitulo 12R del
Cédigo Administrativo de San Francisco, es para trabajadores adultos y menores que trabajan dos (2) o mds horas
por semana.

Bajo la Ordenanza, los empleados que hacen valer sus derechos de recibir el salario minimo de la Ciudad estan
protegidos contra represalia. Los empleados pueden presentar una demanda civil contra sus empleadores en caso de
cualquier violacion de la Ordenanza. La Ciudad podra investigar las violaciones posibles, tendrd acceso a registros de
némina, y podrd imponer los requisitos del salario minimo por medio de ordenar el restablecimiento de empleados y
el pago de sueldos atrasados retenidos ilegalmente, y podra aplicar sanciones.

Si tiene alguna pregunta o si desea mas informacion, contacte a su empleador o a la Oficina de Ejecucion de las
Normas Laborales (Office of Labor Standards Enforcement: OLSE) llamando al (415) 554-6292 o por correo
electronico a MWO@sfgov.org.
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San Francisco Minimum Wage

$13.00

Xin Treo Noi Nhin Vién Cé Thé Poc Dé Dang. Nhitng ngwoi Vi pham sé bi nhitng Hinh phat.
THONG CAO CHINH THUC

Bit d4u t ngay 1 thang 7 nim 2016, cic nha tuyén dung sé phai tra cho mdi nhin vién lam viéc tai
San Francisco (bao gom ca nhan vién tam thoi va ban thoi gian) lwong khong it hon 13 d6 la mét gio.

Poi hoi vé tién luong tdi thiéu, 4n dinh trong Sic 1énh vé Tién lwong Téi thiéu ciia San Francisco, Chuong 12R ciia Bo
Luat Hanh chanh San Francisco, ap dung cho nhitng nhan vién nguoi 16n va vi thanh nién lam viéc hai (2) tiéng hoac hon
hang tuan.

Theo Séc 1énh nay, nhan vién doi quyén duoc tra luong t6i thidu ciia Thanh phd duogc bao vé khong bi tra diia. Nhan vién
¢6 thé kién chii nhan vé nhung vi pham Sac 1énh. Thanh phd c6 thé diéu tra nhitng vi pham, truy cap hd so luong bong,
va c¢6 thé bt tuan theo sic 1énh vé luong tdi thiéu bang cach ra 1énh phuc hdi viée 1am cho nhéan vién, hoan tra lai tién
lwong thiéu da giit lai bat hop phap va tra tién phat.

Néu ban ¢6 cau hoi hodc can thém thong tin, xin hay lién lac chi nhan cua ban hodac Van phong Chép hanh Tiéu chuin
Lao dong (Office of Labor Standards Enforcement (OLSE)) tai se (415) 554-6292 hoac goi dién thu cho ching t6i tai
MWO@sfgov.org.

IIOMECTHUTB 3TO OFBSIBIEHUE HA BUTHBIX MECTAX. HAPYIIUTEIN MOMJIEXAT MITPAGHBIM CAHKIMSIM.

OPUIINAJIBHOE YBEJOMJ/IEHHNE

MUHUMAJIBHAS 3APILIATA B CAH-®PAHIICKO

Hauunas c 1 uronst 2016 r. Bce padorogarenn r. Can-®paHIUCKO 003aHbI INIATHTH KAXKIOMY
padoTarwuemy B r. Can-®paHIMCKO COTPYAHMKY (BKJII0Yasi BpeMEHHBIX COTPYAHUKOB U
PaGOTHUKOB € YACTHYHOM 3aHATOCTHIO) TapudHyI0 cTaBKy He MeHee $13,00 B yac.

TPEBOBAHME K MUHMMAJIEHO! 3APITIIATE, MU3JIOXKEHHOE B [IOCTAHOBIEHUNA O MUHUMAJIBHOM OITIATE
TPYIA, ITIABA 12R AOIMUHUCTPATUBHOTO KOAEKCA CAH-®PPAHINICKO, PACIIPOCTPAHSIETCSI HA B3POCIIBIX U
MAJIOJIETHUX COTPYJHUKOB, PABOTAIOIIMX HE MEHEE ABYX (2) YACOB B HEJIEIIIO.

CornacHo HOCTAHOBHEHI/IIO, PABOTHHMKHN, OTCTAUBAIOIIME CBOU ITPABA HA MMHUMAIJIbHYIO SAPABOTHYIO
IJIATY , YTBEPXKJEHHYIO AJMVHUCTPALIMENA FOPOJIA,, 3AIIMIIEHBI OT IMPECIIEJOBAHMI. PABOTHHKM MOT'YT MOJATD
TPAXIAHCKHI UCK MPOTHUB PABOTOINATEINEN 3A JIIOBOE HAPYIIEHUE ITocTAHOBIEHUSI. ADMUHUCTPALIMSI TOPOA
MOZXKET PACCJIEHNOBATb BO3MOXKHBIE HAPYIIEHMSA, JOJTXKHA MMETDH JOCTVYII K IINTATEXKHBIM BEJJTOMOCTSM 1 UMEET
[MPABO TIPUHY/IUTH PABOTOIATEJIS K COBJIIOJIEHUIO TPEBOBAHUI O BBITIIIATE MUHUMAJIBHOM 3APABOTHOM TIATHI
C TIOMOIIBIO TPEBOBAHHST HA BOCCTAHOBJIEHME PABOTHHKA , BBITIJIATBI HE3AKOHHO Y/IEPKAHHOM 3APIUIATBI 1
HAJIOXEHNA IITPA®OB.

C MOBbIMM BOITPOCAMU WJIM 3A TOMNOJHUTENBHON MHGOPMALIMEN OBPAIIAMTECH K BAIIEMY PABOTOIATEIO UITU
B YTIPABIIEHME 10 KOHTPOJIIO 3A COBJIIOJEHUEM TPYIOBOI'O 3AKOHOAATENBLCTBA (OLSE) MO TENE®OHY:
(415) 554-6292 vinn SNEKTPOHHOM NMOYTE: MW O @SFGOV.ORG.

Paki Ilagay Kung Saan Madaling Mabasa Ng Mga Empleyado.
Ang Mga Lumalabag ay Kailangan na Dapat Maparusahan.

PANG-UNAWANG OPISYAL

Simula ng Julio 1, 2016, lahat ng mga employer ay dapat magbayad sa bawa’t empleyado
na namamasukan sa San Francisco (kasama ang pansamantala at part-time na mga empleyado)
ng sahod na hindi bababa sa $13.00 bawa’t oras.

Ang pinakamababang sahod na kinakailangan, na nakatakdang pasulong sa Ordinansa sa Pinakamababang Sahod ng San Francisco,
Kapitulo 12R ng Kodikong Administratibo ng San Francisco, ay nalalapat sa sinumang mga matatanda at mga menor na empleyado
na nagtratrabaho ng dalawang oras (2) o higit pa sa loob ng isang linggo.

Sa ilalim ng Ordinansa, sinumang empleyado na pinapanindigan ang kanilang mga karapatan na tumanggap ng pinakamababang
sahod ng Siyudad ay protektado labas sa retalyasyon. Ang mga empleyado ay maaaring maghain ng litigasyong sibil laban sa kanilang
maypagawa para sa anumang paglabag ng Ordinansa. Ang Siyudad ay maaaring mag-imbistiga sa posibilidad na paglabag, mayroon
din silang daan sa mga talaan ng suweldo, at maaaring ipasunod ang mga kinakailangan sa pinakamababang sahod sa pamamagitan ng
pag-uutos ng pagkakabalik sa dati ng mga empleyado, kabayaran sa sahod sa nakaraan na nakakalabag sa batas na, at ang mga multa.

Kung ikaw ay mayroong mga katanungan o pangailanganan na karagdagan na impormasyon, paki-kontak ang iyong maygawa o sa
Opisina ng Gawaing PamantayanTagapagtupad (OGPT) sa (415) 554-6292 o E-mail kami sa MWO@sfgov.org.
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